
 
 
 

 
 

Quality-Certified Training of Farmers on Organic Agriculture 

 
Trainers Handbook 

 
CerOrganic MOLE Platform 

 
 
 

http://cerorganic.moleportal.eu/ 
 
 
 

 
 

With the support of the Lifelong Learning Programme of the European 

Union. This project has been funded with support from the European 

Commission. This publication reflects the views only of the author, and 

the Commission cannot be held responsible for any use which may be 

made of the information contained therein. 

 
   

 
 



 

 2 

   



 

 3 

 
 

Table of contents 
 
 

 

1 OVERVIEW OF THE CERORGANIC MOLE PLATFORM .......... ........................................................... 7 

1.1 WHAT IS THE CERORGANIC MOLE PLATFORM? ........................................................................................ 7 
1.2 WHY USE THE CERORGANIC MOLE PLATFORM? ....................................................................................... 8 
1.3 TYPES OF USERS ON THE CERORGANIC MOLE PLATFORM......................................................................... 9 
1.4 YOUR COURSE SERVICES ON THE CERORGANIC MOLE PLATFORM ......................................................... 10 

2 HOW TO SET UP YOUR OWN COURSE ON THE CERORGANIC MOL E PLATFORM? .............. 13 

2.1 NORMAL V IEW VS. EDIT ........................................................................................................................... 13 
2.2 REGISTER .................................................................................................................................................. 13 
2.3 REQUEST A COURSE .................................................................................................................................. 15 
2.4 COURSE SETTINGS .................................................................................................................................... 16 

2.4.1 Enabling Course Services ................................................................................................................... 16 
2.4.2 Course Administrators ........................................................................................................................ 17 
2.4.3 Description of the Course ................................................................................................................... 17 
2.4.4 Information on the Course .................................................................................................................. 18 
2.4.5 Access to the Course ........................................................................................................................... 19 
2.4.6 Registration to the Course ................................................................................................................... 19 

2.5 HOW TO CREATE ANNOUNCEMENTS ......................................................................................................... 21 
2.6 HOW TO USE THE COURSE CALENDAR ...................................................................................................... 22 
2.7 HOW TO USE THE MAIL SERVICE .............................................................................................................. 23 
2.8 MANAGEMENT OF THE DIGITAL CONTENT ............................................................................................... 24 
2.9 WHY ENABLE ANNOTATIONS .................................................................................................................... 26 
2.10 HOW TO USE WORKSPACES ...................................................................................................................... 27 
2.11 HOW TO CREATE A FORUM ....................................................................................................................... 28 
2.12 HOW TO USE CHAT ................................................................................................................................... 30 
2.13 HOW TO CREATE A FAQ SECTION ............................................................................................................. 31 
2.14 HOW TO RATE YOUR STUDENTS ON THE COURSE ...................................................................................... 32 
2.15 HOW TO ASSESS YOUR STUDENTS ............................................................................................................. 33 
2.16 HOW TO USE THE COURSE STATISTICS ...................................................................................................... 35 
2.17 HOW TO CREATE A SCHEDULE FOR RESOURCES RESERVATION ................................................................. 35 
2.18 HOW TO USE THE PRESENTATION ROOM ................................................................................................... 37 
2.19 HOW TO USE THE V IDEO CONFERENCE ..................................................................................................... 38 
2.20 HOW TO SEARCH THROUGH YOUR COURSE ............................................................................................... 40 

3 USEFUL LINKS .............................................................................................................................................. 43 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 4 



 

 5 

Table of Figures 
 
Figure 1.1. CerOrganic MOLE instance .............................................................................................................. 7 
Figure 1.2 Main course page .............................................................................................................................. 10 
Figure 1.3 Course services ................................................................................................................................. 11 
Figure 2.1 User registration ................................................................................................................................ 14 
Figure 2.2 User registration application ............................................................................................................. 14 
Figure 2.3 Sign in ............................................................................................................................................... 14 
Figure 2.4 New course run ................................................................................................................................. 15 
Figure 2.5 New course in program ..................................................................................................................... 15 
Figure 2.6 List of courses ................................................................................................................................... 16 
Figure 2.7 Course services ................................................................................................................................. 16 
Figure 2.8 Administrators of the course ............................................................................................................. 17 
Figure 2.9 Add administrators to the course ...................................................................................................... 17 
Figure 2.10 Description of the course ................................................................................................................ 18 
Figure 2.11 References/links for the course ....................................................................................................... 18 
Figure 2.12 Information for the course .............................................................................................................. 19 
Figure 2.13 Access to the course ........................................................................................................................ 19 
Figure 2.14 Registered users .............................................................................................................................. 20 
Figure 2.15 Registration requests ....................................................................................................................... 20 
Figure 2.16 Insert/Invite users to the course ...................................................................................................... 20 
Figure 2.17 Deadline for user registration .......................................................................................................... 21 
Figure 2.18 Create new announcement .............................................................................................................. 21 
Figure 2.19 List of announcements .................................................................................................................... 22 
Figure 2.20 New event in the course calender ................................................................................................... 23 
Figure 2.21 Event listed in the calender ............................................................................................................. 23 
Figure 2.22 Send new message .......................................................................................................................... 24 
Figure 2.23 Digital content management ........................................................................................................... 25 
Figure 2.24 Directory of useful documents ........................................................................................................ 25 
Figure 2.25 Insert/Upload a document ............................................................................................................... 26 
Figure 2.26 URL of course material ................................................................................................................... 26 
Figure 2.27 Search old courses .......................................................................................................................... 26 
Figure 2.28 Document annotations .................................................................................................................... 27 
Figure 2.29 Workspace settings ......................................................................................................................... 28 
Figure 2.30 Manage workspaces ........................................................................................................................ 28 
Figure 2.31 Create a forum topic........................................................................................................................ 29 
Figure 2.32 Forum topics ................................................................................................................................... 29 
Figure 2.33 Create a new chat room................................................................................................................... 30 
Figure 2.34 Chat room ....................................................................................................................................... 30 
Figure 2.35 FAQ new category .......................................................................................................................... 31 
Figure 2.36 Add new question in FAQ .............................................................................................................. 32 
Figure 2.37 Insert rating ..................................................................................................................................... 33 
Figure 2.38 Create new assessment .................................................................................................................... 34 
Figure 2.39 Add question to assessment ............................................................................................................ 34 
Figure 2.40 Course statistics .............................................................................................................................. 35 
Figure 2.41 Create schedule for reservations ..................................................................................................... 36 
Figure 2.42 Create new resource in reservations ................................................................................................ 36 
Figure 2.43 Create a recording ........................................................................................................................... 38 
Figure 2.44 Presenation room ............................................................................................................................ 38 
Figure 2.45 Create a video conference room ...................................................................................................... 39 
Figure 2.46 Video conference ............................................................................................................................ 40 
Figure 2.47 Search course .................................................................................................................................. 41 

Table of Tables 
 
Table 1.1. Types of management services ...................................................................................... 9 



 

 6 

 



 

 7 

1 Overview of the CerOrganic MOLE Platform 

1.1 What is the CerOrganic MOLE Platform? 
 

The CerOrganic MOLE Platform (http://cerorganic.moleportal.eu/) is a multilingual multimedia 
information system for managing courses, supporting learning processes and learning 
communities through the Web. More specifically, the CerOrganic MOLE Platform fosters 
distance-learning by enabling communication between tutors/trainers and students, cooperation 
between students and access to coursework information and digital training objects (DTOs). In 
doing this, the CerOrganic MOLE Platform supports the combination of traditional classroom-
based lessons and practical sessions, with self-study and e-learning.  

The CerOrganic MOLE Platform is an instance of the MOLE (Multimedia Open Learning 
Environment) platform1, initially developed to support education and organize laboratory 
processes and learning communities for the needs of the Electronic and Computer Engineering 
Department of the Technical University of Crete (http://www.ece.tuc.gr). The central installation 
of MOLE is available at: http://www.moleportal.eu.  

  

The CerOrganic MOLE instance provides access to an innovative quality-certified training 
program for professionals in the field Organic Agriculture and can be either accessed from the 
corresponding link of the central installation given above or directly from: 
http://cerorganic.moleportal.eu/ (Figure 1.1). 

 

Figure 1.1. CerOrganic MOLE instance 

                                                 
1 MOLE has been developed by the Laboratory of Distributed Multimedia Information Systems and Applications of 
the Technical University of Crete (TUC/MUSIC - http://www.music.tuc.gr) 
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1.2 Why use the CerOrganic MOLE Platform? 

 

The CerOrganic MOLE technological infrastructure provides: 

• education support by introducing new technologies 
• fast and effective information for learners 
• an intuitive environment providing learning services 
• effective support of educational communities 
• uniform presentation of courses and support of courses series 
• presentation of curriculum 
• organization of a large volume of digital educational material and search service 
• possibility of reusing materials and self-learning 
• coverage of individual needs in the educational process 
• dynamic presentation of statistics and performance indicators for the courses 
• interoperability with other educational systems with the SCORM export feature 

Specifically, platform offers a set of services for: 

• the organization and management of digital educational content (Lectures, notes, 
exercises, technical lab material, FAQs etc.) 

• informing learners (Announcements, Calendar, literature, personal rating etc) 
• learning communities (Mailing lists, live chat rooms, forums, personal messaging, instant 

messaging, annotation tools) 
• supporting educational activities (Registration to courses, formation of lab teams, 

exercise uploads and deadline management, assessment tests) 
• monitoring services (Course usage statistics, class performance indicators) 

The technical development of the system was done in such a way as to ensure the following 
requirements: 

• Support for large volumes of information and scalability 
• Easy future development of new educational services 
• Development of functional graphical user interfaces highly responsive and easy to use 
• Development of mechanisms for security of use and data protection 
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1.3 Types of users on the CerOrganic MOLE Platform 

 
 
On the CerOrganic MOLE Platform there are several user roles with access to different arrays of 
management services: site users, course administrators, site administrators.  
 
a. Site users  

Site users are normally the students/learners that have access to the course material and are 
informed on the progress of the courses that interest them. They have the ability to communicate 
with other users, create working groups, upload their work on the platform and many other 
services.  

b. Course administrators 
 
As trainers/tutors you will be granted Course administrator rights, that will give you access to 
additional management services such as the creation and publication of announcements, sending 
email to individual or group of users, uploading of documents on the platform, creation of new 
courses by sending off a request for new course. The request is recorded in the system and 
processed by system administrators. 
 
c. Site administrators 
 
Site administrators are able to manage training periods by creating or deleting semesters and 
choose which information services will be active or not. Site administrators are able to approve 
or reject the creation of new courses; search users, delete or edit their data; approve pending 
requests for new users and also have the ability to monitor the connections in the system, where 
information about the user data is displayed, his/her entry time and end time in the system, as 
well as the pages that were accessed by the user in the system. 
 
The following table summarizes the services available to the three different types of users. 
  

 
 
Site user Course administrator Site administrator 
User Profile Management User Profile Management User Profile Management 
Personal Messages Personal Messages Personal Messages 
Users List Users List Users List 
 Announcements Announcements 
 Email Email 
 Document Management Document Management 
 Course Creation Course Creation 
  Site Settings 
  Course Management 
  Study Guide Management 
  User Management 
  Connections Monitoring 

 Table 1.1. Types of management services 
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1.4 Your Course Services on the CerOrganic MOLE Platform 
 

As course administrator in CerOrganic MOLE Platform you have the ability to enter or edit the 
description of the course, to enter information about the teaching of the course (e.g. class rooms, 
time, teaching assistants, etc.), and to upload material on the subject matter, bibliography and 
useful links. All these elements constitute a complete presentation and are directly accessible 
from the main page of the course (Figure 1.2).  

 
Figure 1.2 Main course page 

To support training the platform provides you as Course administrator with a set of services, 
aiming to improve communication and cooperation, to provide better information and remote 
access to course materials, as well as automation of necessary training procedures and support 
and creation of learning communities. 

The following services are available: 

• Announcements 
• Course Calendar 
• E-Mail 
• Lectures Management 
• Notes Management 
• Useful Documents Management 
• Documents Presentation 
• Annotations 
• Lab/Projects 
• Exercises Upload 
• Discussion Forums 
• Chat 
• Course/Lab FAQ 
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• Grades Management and Presentation 
• Content Search Service 
• References – Useful Links Management 
• Assessment Tests 
• Scheduling - Reservations 
• Course statistics 
• Exporting course material to SCORM 
• Multimedia Presentations 
• Video Conferencing and Collaboration Service 

As Course administrator you can choose which of the following available services to activate in 
order to enhance the educational process (Figure 1.3). 

 
Figure 1.3 Course services 
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2 How to set up your own course on the CerOrganic MOLE 
Platform? 

 
 

2.1 Normal View vs. Edit 
 
On the CerOrganic MOLE Platform there are two different modes: Normal View 

 and Edit .  
 
While learners can access the Normal View, you as course administrator can use the Edit mode 
in order to manage your courses. In order to explore the Services offered for your courses you 
need to select Edit mode.  
 
In order to navigate from one service to another (e.g. from Announcements to Forum) go back to 
Normal mode and select the service you want to access. To start editing the new service selected, 
click Edit. 
 
On the Edit mode you will normally encounter the following symbols: 
 

 - Create/ Add 
 - Delete/ Cancel 

 - Edit 
 

2.2 Register 
 
 
In order to start your activity on the CerOrganic MOLE Platform, go to:  
 
 
 
 
 
 

 
 
If you do not have an account on the CerOrganic platform, select the User registration option 
(Figure 2.1). 
 

 
http://cerorganic.moleportal.eu/ 
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Figure 2.1 User registration 

 
Complete the following categories by providing your Name, Surname, Email Contact, Phone 
Contact, Username and select Submit (Figure 2.2). 
 

 
Figure 2.2 User registration application 

 
 

A first email will be sent to the email account provided, with the following message: 
 
Your application for creating a new account at the CerOrganic MOLE platform has been registered. 
You will be notified with a new message in this email address for the activation of your account 

After your registration request is approved by the administrator of the platform you will receive a 
second email confirming the activation of your profile.  

At this point you are able to log in on the platform using your Username and Password. After 
your first log in to the platform, the system prompts you to change your password.  

 

Figure 2.3 Sign in 



 

 15 

2.3 Request a Course  
 

In order for you to create a new Course on the platform, go to: 

Start � Site[Edit] � Requests  �  New Course Creation Request 

as illustrated in Figure 2.5. The Course Request will be sent to the administrator of the 
CerOrganic MOLE platform that after examining the request will decides to approve it or not. In 
case of approval, the administrator will grant you Course Administrator rights. You are, 
however, able to further add other administrators to your course, by granting them this right 
yourself. 

When creating a New Course you have several options as follows: a. to add a new independent 
course by selecting New Course Run b. to add a new course as part of program by selecting New 
Course in Program or c. to create a course from a previous one already available on the platform 
by selecting Create from previous courses. 
 
 

 
Figure 2.4 New course run 

 
In the case of the CerOrganic Spring School, training there is the possibility to create a new 
course as part of the Program CerOrganic Pilot Training of Trainers Summer School in the 
Category Vocational Training in Organic Agriculture. Add the Course name, Code Code and a 
short description of the course and select Submit (Figure 2.5).  

 

 
Figure 2.5 New course in program 

 
After being reviewed and approved by the administrator your course will be displayed in the 
Course list (Figure 2.6). 
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Figure 2.6 List of courses 

 

2.4 Course settings 
 

A number of Services are available to you as Course Administrator under the following 
categories: Services, Administrators, Description, Information, Access, Registration. In order to 
access these services go to: 

Courses � Select your course � Course[Edit] 

 

 
Figure 2.7 Course services 

 

2.4.1 Enabling Course Services 
 
In the first category, Services, you have the possibility to choose which of the following 
available services to activate in order to enhance the educational process. Select the ones that suit 
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your training needs from their corresponding boxes and select Update. The selected services will 
be then displayed on the left side menu of your course. 

2.4.2 Course Administrators 
 

Both the CerOrganic platform administrator and you as course administrator have the right to 
manage the administrators of your course.  

 

 
Figure 2.8 Administrators of the course 

 
 
Select Add  and choose from the list of users the ones that you would like to add as 
administrators of your course. At any point you can remove the administrator rights from a user 

. 
 

 
Figure 2.9 Add administrators to the course 

 
 

2.4.3 Description of the Course 
 

In this section you can edit the description of the Course and also you can upload a syllabus for 
the course (Figure 2.10). 
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Figure 2.10 Description of the course 

 
Additionally, if you have enabled the service References-Links, here you can complete the 
corresponding section or simply insert Reference/links from previous periods, if available, by 
selecting the tab on the bottom (Figure 2.11). 
 

 
Figure 2.11 References/links for the course 

2.4.4 Information on the Course 
 
In this section you can complete information regarding the Course such as: 
- Trainer  of the Course (Figure 2.12) 
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- People: additional support staff 
- Teaching: information such as teaching hours, rooms etc. 
- Support: additional information about tutorial hours, rooms, office hours, lab hours, practice 
location etc.  
 

 
Figure 2.12 Information for the course 

2.4.5 Access to the Course 
 
From the tab “Access”, you can define who can access the digital material of the course, as well 
as some registration process options (e.g. free registration, registration confirmed by the course 
administrator, registration using a code and disable registration), as illustrated in Figure 2.13. 
 

 
Figure 2.13 Access to the course 

 
 

2.4.6 Registration to the Course 
 
In this section you can manage the Registration process to your course by checking the list of 
Registered Users (Figure 2.14). 
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Figure 2.14 Registered users 

 
You can approve/ reject a registration Request (Figure 2.15). 
 

 
Figure 2.15 Registration requests 

 
By selecting Insert you can choose from the list of platform users the ones that you would like to 
follow the Course.  
 
 

 
Figure 2.16 Insert/Invite users to the course
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Additionally, you can set a deadline for Registration to your Course (Figure 2.17). 
 

 
Figure 2.17 Deadline for user registration 

 

2.5 How to create Announcements 

This service allows the creation of announcements that are visible to the registered users in the 
course. The platform offers the necessary forms for the preview, creation, update and deletion of 
the announcements of the course. Also, the announcement can be automatically sent to the e-
mail list of the course. 

In order to create Announcements go to: 
 

Courses � Select your course � Announcements � Announcements [Edit]  
� New Announcement 

 

 
Figure 2.18 Create new announcement 
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Fill in the fields available: From (optional) and Title, write and format the text of your 
announcement and select Create. Additionally you can Insert a link to a digital document 
available on the platform and select the option to Send the announcement by E-mail service.  
 
Once you create the announcement, this will be available in the list on Announcement. You can 

further Edit  your Announcement or choose to Delete it  . 
 

 
Figure 2.19 List of announcements 

2.6 How to use the Course Calendar 
 

The course calendar presents the events related to the teaching of the course and are updated 
during the semester. The events, depending on the progress of the course, are created by the 
instructor or the lab staff and are presented to the registered users sorted by month. 

In order to create Announcements go to: 
 

Courses � Select your course � Calender � Calender [Edit] � Create   

The course calendar presents the events related to the teaching of the course and are evolved 
during the semester. The events, depending on the progress of the course, are created by the 
Course Administrator and are presented to the registered users sorted by month. 

Include a Subject for the event and select the Staring date and time and the duration of the event. 
You can include a Description with guidelines for students and Insert a link to a digital item 
(Figure 2.20). In order to insert a digital item as an attachment to the event, it is important that 
you first upload the digital item. More info on how to upload digital items is available in the 
section Digital Content Management. 
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Figure 2.20 New event in the course calender 

 
Once you have created the event, this will be displayed in the Calendar (Figure 2.21).  
 

 
Figure 2.21 Event listed in the calender 

 

2.7 How to use the Mail Service 
 

As course administrator you have the opportunity to use the mail service and send messages to 
inform directly the registered users about various topics related with the course. Each user 
through his/her personal profile, can choose if (s)he wants to receive those messages or not. In 
each case, and to better inform the learners, the history of sent messages to the mailing list of the 
course is presented on the course’s pages. 

In order to create a Course Mail go to: 
 

Courses � Select your course � Course Mail � Course Mail [Edit]  
� Send new message 
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Create a new message by writing its Subject and Content and select Submit. A copy of your 
email will be saved in the Sent Messages list. Once you submit a Message, all the students 
registered to the course will receive your message as long as they have activated the E-mail 
Services from their Profile page. 
 

 
Figure 2.22 Send new message 

 

2.8 Management of the Digital Content  
 
The platform offers different Categories of Digital Content that you can upload on the platform 
such as: Lectures, Notes, Useful Documents, Links etc. As Course administrator you are free to 
edit and create new categories to suit your training needs. 
 
In order to manage your Digital Content go to: 
 

Courses � Select your course � Digital Content � Digital Content [Edit] 
 
In order to organise your categories, select Categories [Manage] tab.  
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Figure 2.23 Digital content management 

 
Regardless of the type of content, the functionalities available are the following:  
 
a. Directory 
 

 
Figure 2.24 Directory of useful documents 

 
Here you can check the list of uploaded digital content, view the documents, edit or Delete them. 
Additionally you have three options that you can enable as follows: 
 
- Show: Check, if you wish the file to be visible in the normal view of the course 
- Create Presentation: Check, if you want the system to process the uploaded file to upload to 
enable the presentation through the platform. 
- Allow Annotations: Check, if you wish to allow annotations from courses registered users on 
the presentation 
 
b. Insert  
 
Select Insert, describe your document by providing a Title and a Description and select Choose a 
file to upload it. 
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Figure 2.25 Insert/Upload a document 

 
Moreover you can upload material by providing its URL link. You can do this in two easy ways: 
either by selecting the Insert a link to course material tab  or 
by switching the File menu to Link and inserting the URL in the space provided as shown in 
Figure 2.26. 

 
Figure 2.26 URL of course material 

 
c. Old Courses 
 
Search for already available digital content and insert it in your current course (Figure 2.27). 
 

 
Figure 2.27 Search old courses 

 

2.9 Why enable Annotations 

Enabling this service allows the registered users of the course to navigate in the course lectures 
or notes, which have been previously processed and presented on the system and leave 
comments or notes at several points on the presentation (Figure 2.28). 
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Figure 2.28 Document annotations 

These comments can be seen by other users and the instructor. It is also possible to create a 
comment or note in response to a previous comment of a user. In this way the educational 
process is enhanced, since the opportunity of asynchronous communication between learners and 
instructor via comments or questions on specific points of the presentation of lectures or notes is 
provided. 

 

2.10  How to use Workspaces 
 

This service enables a set of tools to help the development of laboratory exercises, or the various 
tasks related to the course. As course administrator you can appropriately set the parameters of 
the electronic laboratory to allow the statement of working groups by the registered users, 
determining the number of individuals for each group and the deadline for the statement. During 
the teaching of the course, you can upload to the system the lab projects or tasks to be completed 
by the working groups and uploaded by the deadline. 

In order to manage your Workspaces go to: 
 

Courses � Select your course � Workspaces � Workspaces [Edit]   
� Create   

 
Create the new Workspace by choosing its: 
 
- Type (Lab, Exercises or Projects),  
- Number of people in the group (1-15) 
- Deadline for Registration (Open or Set) 
- Title   
- Short Description 
 
Additionally you can upload a document with further guidelines 
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Figure 2.29 Workspace settings 

Once you select Create additional tabs will be available where you can update the information 
on the project, manage participation to the project, upload work of reference material (Figure 
2.30). 

 
Figure 2.30 Manage workspaces 

The service for the projects upload allows the created working groups to electronically send their 
work to the system before the submission deadline. The projects are organized and presented to 
the instructor with all necessary information through appropriate course management pages. 

 

2.11 How to create a Forum 

Within courses virtual discussion can be supported. The platform provides a mechanism to 
support these electronic discussions among users for each course and on several topics (threads). 
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In order to create a new Forum topic go to: 
 

Courses � Select your course � Forum � Forum [Edit]  � Create a new topic 
 

 
Figure 2.31 Create a forum topic 

Once you have created the New topic this will be listed in the Forum section (Figure 2.32). 

 
Figure 2.32 Forum topics 

 
In Edit mode, the course administrator is able to view or delete course forum topics. 
 

 
Figure 2.33 Course forum view in edit mode 
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2.12  How to use Chat 
 

The platform allows users to communicate directly via the live chat. This service allows the 
creation of chat rooms in which users can be connected and exchange messages in real time. 

In order to use the Chat service go to: 
 

Courses � Select your course � Chat � Chat [Edit]  � New Chat room 
 

 
Figure 2.34 Create a new chat room 

Once you have created your Chat room you can start using it to communicate with other users 
(Figure 2.35). 

 
Figure 2.35 Chat room 
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2.13 How to create a FAQ section 
 

As Course administrator you can construct a list of frequently asked questions with 
corresponding answers related to the teaching of the course or the lab projects to better inform 
learners. 

In order to create a FAQ section go to: 
 

Courses � Select your course � FAQ � FAQ [Edit]  � New Chat room 
 � Create   

First you can create a category to host your questions.  Once you have inserted your Category 
title, select Create. 

 
Figure 2.36 FAQ new category 

Your title will then be displayed in the Categories tab. In order to start inserting questions and 
answers, click on the Category link and select the New Question – Answer tab (Figure 2.37). 
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Figure 2.37 Add new question in FAQ 

Edit your question and provide an answer to it and press Update. Your question will then be 
included in the corresponding Category list. 

 

 

2.14 How to Rate your students on the course 
 

An important service is that of management and presentation of the grades. As course 
administrator you are able to import to the system via spreadsheet with appropriate formatting 
the score of registered learners for the course projects, the total lab score, the final score in the 
course etc. For privacy reasons, each registered to the course learner is able to see only his/her 
personal grade for the various categories that have been described before. 

In order to use the Rating service go to: 
 

Courses � Select your course � Rating � Rating [Edit]  � Insert Rating 

Download the template available in Rating file (Figure 2.38), complete the four sections: User 
No, Surname, Name, Rate and upload on it to the system. 
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Figure 2.38 Insert rating 

 

2.15 How to Assess your students  
 

The platform offers you the opportunity to create assessment tests to monitor the progress of 
learners. Tests may contain multiple choice questions, whose answers can be formatted as text, 
or different files.  

In order to use the Assessment service go to: 
 

Courses � Select your course � Assessment � Assessment [Edit]   
� New Assessment 

 
Create a test by filling in the following sections: 
 
- Assessment Title  
- Duration of the assessment (hours of minutes) 
- Maximum number of effort  (if the student can retake the test) 
- Order of the questions (random or not)  
- Period of assessment availability (when students can take the test) 
 
Once you have filled in all these sections, select Create (Figure 2.39). 
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Figure 2.39 Create new assessment 

 
The Access section will provide information regarding the assessment access rights, while in the 
Questions area you can start adding Questions to your Assessment from Create . 
 

 
Figure 2.40 Add question to assessment 

 
Insert your question and specify the duration of the response for the question, the weight of the 
question in the assessment and determine the type of answer. The following types of answers are 
allowed by the platform: 
 
- Simple text where you need to specify the correct answer 
- Rich text where you o not need to specify a single correct answer 
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- File where you can upload a file as correct answer 
- Multiple choice where you can insert various answers and suggest the correct choice by ticking 
it 
 
After filling in all the fields select Update and move on to the next question. 
 

2.16 How to use the Course statistics 
 

This service processes the information recorded by the system regarding the access to the 
content, calculates various useful statistics (e.g. regarding the number of hits in the course, the 
utilization rate of active services) and presents them graphically. It also calculates and presents 
dynamically appropriate performance indicators of the course after processing the grades data 
from all courses instances, to help you evaluate the effectiveness of teaching and to draw 
conclusions about the impact of specific changes in teaching of the course on trainees 
performance. 

In order to use the Course statistics go to: 
 

Courses � Select your course � Course Statistics 
 
 

 
Figure 2.41 Course statistics 

 
 
 
 

2.17 How to create a schedule for resources Reservation 
 
The platform provides a service for the time-scheduling and reservation of resources related with 
the course. 
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In order to use the Reservations service go to: 
 

Courses � Select your course � Reservations � Reservations [Edit] 
� New schedule 

 
In order to make a new schedule for the course resources specify the interval at which the 
reservations are permitted and select Create.  
 

 
Figure 2.42 Create schedule for reservations 

 
At this point you can proceed to adding resources to the schedule. Go to the new schedule create 
and select Create New Resource (Figure 2.43). 
 

 
Figure 2.43 Create new resource in reservations (it would be better to add some text in Resource Title and 

Description) 
 
Describe the resource and choose the Reservation type allowing reservation by registered users 
or by working groups, decide on the reservation type (weekly schedule or individual dates) and 
fill in the maximum number of reservations allowed for users or working groups. 
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Figure 2.44 Editing reservation’s settings 

 

 
Figure 2.45 Reservation’s available resources for scheduling 

 
 

2.18 How to use the Presentation Room 
 

The platform supports live broadcasting of a presentation given by an instructor using video and 
audio synchronized with presentation slides. It is also possible to record the presentation and 
store it on the platform to be accessed by the learners at different times. 

In order to use the Presentation Room service go to: 
 

Courses � Select your course � Presentation Room � Presentation Room [Edit] 
� Create  

In order create your presentation, go to Create and add a Title and Description to your 
presentation. You can choose a document that will be synchronized with the video.  

Next, your presentations will be listed under the Presentations tab. To start recording yourself, 
select Create (Figure 2.46).  
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Figure 2.46 Create a recording 

Make sure you have access to a microphone and video camera. If you have also chosen a 
document to accompany your presentation, change the slides from Slide Number while recording 
yourself. 

 
 
 

 
Figure 2.47 Presentation room 

 

2.19 How to use the Video Conference 
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This service is used for the synchronous communication among users of the system using video, 
audio and text. This service makes possible for groups of learners to meet in virtual space and to 
communicate with video, picture and sound. The service also provides the opportunity for 
dynamic processing and uploading of presentation slides, where presentation is synchronized 
among the members of the conference call. 

In order to create a Video Conference go to: 
 

Courses � Select your course � Video Conference � Create 

Any registered member in the course can create a video conference room (thus it is provided in 
Normal mode) to start collaborating with other users upon a specific topic. This room will be 
automatically removed after 30 minutes without participants. 

 
Figure 2.48 Create a video conference room 

Once you have created the Conference room you can start communicating with other platform 
users. 
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Figure 2.49 Video conference 

 

2.20 How to Search through your course 
 

This service utilizes the processing and indexing that has been performed by the document 
processing engine and offers to the course users a content search tool based on keywords. 

In order to use the Search service go to: 
 

Courses � Select your course � Search 

The service takes as an input the terms of the search and returns back to the user a list with links 
to the educational course materials that meet the search criteria. 
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Figure 2.50 Search course 
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 43 

3 Useful links 
 
 

MOLE central installation: http://www.moleportal.eu/  
CerOrganic MOLE plaftom: http://cerorganic.moleportal.eu/ 
CerOrganic project website: http://www.cerorganic.eu/ 


